CENTRAL REGISTRY
PROCEDURE MANUAL

Subject: Documenting Notes in the License Mini Panel Number: 650-86

Effective Date: 4/26/19

PURPOSE:

To provide instructions on when and how to document clear, concise notes in the
License mini panel under the Licensee Edit module of the Central Registry for reference
on a certification update or correction. This is used by EMSA billing, BLS Coordinator
and by other certifying entities for clarification purposes.

REFERENCE:
e Procedure 650-58 Renewing an EMT Certification
e Procedure 650-68 Reinstating an Expired EMT Certification

GUIDANCE:
When to document notes in the License mini panel:

e Erroneous expiration date - an expiration or effective date may have been
entered incorrectly before July 1, 2017, when certifying entities had
access to change date fields. If this affects their certification, employment
or EMT card, notes will assist with clarification. The certifying entity that
issued incorrect dates will need to document notes as to what occurred for
reference and clarification to EMSA and other certifying entities who may
work with the certification in the future.

e Renewal back dating — if an EMT met all requirements before their
expiration date, but the certifying entity did not enter the certification into
the Registry until after the expiration date (but within the 14 days required
in regulation). The certifying entity will choose the “reinstate” tab to
process the certification even though it is a renewal, send a helpdesk
request to EMSA with date correction needed, document notes in the
license mini-panel explaining that requirements were met on time for the
renewal, but entry to the registry was delayed. This will assist when other
staff or certifying entities see the License mini panel that will display the
reason changed to “reinstatement” and an inaccurate checklist history.

¢ Non-entry to the Reqistry — if an EMT was processed and issued an EMT
card by a certifying entity, but the certification was not documented in the
Central Registry. The EMSA BLS Coordinator will need to be contacted
to assist with the missing cycle and date corrections. The certifying entity
will need to document notes as to what occurred for reference and
clarification to EMSA billing staff, the BLS Coordinator, other certifying
entities who may work with the certification in the future.
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Certification on the wrong EMT profile — when certification staff
accidentally process a renewal or reinstatement on the wrong EMT profile.
This may occur due to not cross-checking the name with the SSN, DOB,
address, etc. The certifying entity will need to contact the EMSA BLS
Coordinator to assist with revising the profile back to the proper
prerequisite relationship, dates and status. The agency will need to
document notes as to what occurred for reference and clarification to
EMSA billing staff and the certifying entity in which the EMT is currently
certified as the checklist history cannot be changed and will not reflect an
accurate history.

Withdrawn/Abandoned applications — when an EMT submits an
application, it is entered to the Registry but left incomplete (pending) due
to missing requirements or the EMT does not complete the process. The
certifying entity will remove (withdraw) the application and choose the
reason. Documenting notes in the license panel will assist other certifying
entities when the EMT applies elsewhere and will assist EMSA billing.

PROCEDURE:
Ensure that your notes are clear, concise and factual.

How to document notes/remarks in the License mini panel:

1. In the left column of the Central Registry under Licensee, click >Edit (a) and
enter the SSN (b) for the person record/certification that you wish to search. You
may also search by last name or E#.
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2. This is the window that will open. Here you will see the whole EMT profile.

Licensee

Person

Search | Clear
Search Results o A Page1of1 W 7 i ~ |
Name / License Type Address Subtype License Number | HoldiAlert | Issue Date | Expiration Date | License Status
Contrary, Mary Jo Orange 100000 White Rock Rd Rancho o
Alias: Contrary, Mary Jo Cordova CA 95670
Aias: Contrary, Mary Jo
100000 White Rock Rd Rancha N
EMT Cordova CA 95670 E129359 D6/282017 0713172019 JActive
[All Licenses held by - Contrary, Mary Jo Orange ]
License Tvpe ‘Address Sub Type License Number | Hola/Alert | Status
EMT 100000 White Rock Rd Rancho E129359 ctive
Cordova CA 85670
EMT E129359 rchived -
itharawn

z
g
5

pan ol e piemo

Prefix: License Type: EMT

First Name: Mary Jo Certification Number: E129359
Micdle Name: Orange Applicant Number: 205362
Last Name: Contrary Status: Active
Date of Birth: 06/01/1875 Cate This Status: 020802018
SSN: 222110000 Reason Changed: Administrative Eror

Issue Date: 06/28/2017
Expiration Date: 07/31/2019
Effective Date: 07/21/2017

Prerequisites (~] Background Check [oetzi= [~ ]|
Full Name _ | Relationship Status CORIStatus | RequesteaBy | C3ie O CORIor | AT -
?::E'EWS Certified By Active EMSA Regeiving | Sacramento County | 05/01/2017 Very
Agency. CORI Report EMS Agency contrary

3. Scroll down to the License mini panel (a) and click on the yellow notepaid (b) in
the top right corner of the panel.

License Type: EMT
Certification Number: £129359
Applicant Number: 205362

Status: Active \
a Date This Status: 02/09/2018

Reason Changed: Administrative Error b
Issue Date: 06/28/2017
Expiration Date: 07/31/2019
Effective Date: 07/21/2017
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You will see lines on the notepad if a prior note exists on this profile as shown
below (c):

License [ | Details | &

License Type: EMT
Certification Mumber: E1293558
Applicant Number: 205362
Status: Active \
Date This Status: 02/09/2015 Cc
Reason Changed. Administrative Ermor
Izsue Date: 06282017
Expiration Date: 07/31/2019
Effective Diate: 0772172017

Background Check | Details || #
CORI Status | Requested By ,I'r.:;‘?l‘; f;tﬁ?m or h‘:‘“Tr'“ber
EMSA Receiving | Sacramento County | 05012017 Wery
CORI Report EMS .ﬁgmcy contrary

4. You will see one of two options to ADD a note or remark. See the examples of
these two possibilities in the screenshots below:

e Add anew remark if there is no prior note (a). See Step #5 for instructions.

Licensee > Hemarks

Namie ASrENs Licenae Type Lscense Mumber | License Statas

Mary Jo Orangs Contrary | 100000'White Rock Rd  Rancho Cordava CA. | gy E120359 Active

Profession Licorrse Type | Licerss Number | Applicant Namiser | Status | Date This Status | Reasan Changed lnmar Date

Certifying Entity | EMT E129359 206362 Active | 020 NE Error | DE2RINT
Date Last updated Remsrks Lpdated By
Mo dats Tound =
fudd Rewnark

o avw [ Clear .
—
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OR

e Add to an existing remark. This is used if any previous remark/notes exist.
It may be a new scenario, but you will still follow the procedure to open an
existing remark (b). See Step #7 for instructions.

A~
Date Last updated Remarks Updated By
D101 103250 AN M1/ 1-mint view id ‘wﬁa&z I

b

5. To add a new remark, start typing in the “Add Remark” (a) and then click SAVE.

Profession License Type | License Number |Applicant Number Status Date This Status Reason Changed Issue Date

Certifying Entity EMT E128353 205362 Active | 02/08/2018 Administrative Error 0B/281204T
Remarks List R~ |
Date Last updated Remarks Updated By
No data found =
Add Remark

EMT E129359 met all regquirements on time prior to expiration 1/28/2018. Delayed entry to the
Registry: reinstate cab used 80 history will not reflect accuracy of renswal.

@
i
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6. This will bring you back to the License mini panel and will show that there are
remarks in the yellow notepad (a).

License T[] ~]

License Type: EMT
Certification Mumber: E129359
Applicant Number: 205362
Status: Active
Date This Status: 02092018
Reason Changed: Administrative Ermmor a
Issue Date: DEF28/2017F
Expiration Date: 07/31/2019
Effective Date: 07721/2017

7. To add a remark to a profile that has an existing remark:

Click on a prior note to add more or the most recent underlined note (a) to
add a new one.

Then click the Clear tab (b) and type a new note. Clicking on clear does not
delete the prior note, but removes it temporarily to add a new one. Once you
save the note, both (or all) notes remain in the history. If you do not click
“Clear,” then the notes will duplicate and appear redundant.

Status | Date This Status

Reason Chanded Issue Date

Profession License Type | License Number | Applicant Numbser

Certifying Entity | EMT E125359 205362 Active | 02092018 Administrative Error || 0672872047
IS -~
Date Last updated Remarks Updated By
CREe018 032000 PM. EMT E1Z8359 met all requirements on tima pnios 1o exparaton 172802015, Dedayed ... ashee
dit Remark
EMT E1259353 met all requiremeénts on time prior to expiratiom 1/28/2018. Delayed entzy to the
Registry: reinscate tab used 20 history will mot reflect accuracy of renewal.
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e Start typing the new note (c) and once finished, click on SAVE.

Corrected expiration date due to early renewal...|

N

c

—
Save

-

8. The final screen you will see when adding to an existing remark is the following
which shows both remarks added. Once you are done, click BACK (a) to
complete the process and return to the full profile in Licensee Edit.

Corrected expiration date dus ©o early renswal...

Profession License Type | License Number | Applicant Number | Status | Date This Status | Reason Changed Issue Date
Certifying Entity | EMT E1ra359 205362 Active | 020WINE Administrative Error | 08Q82017
Remarks List (I -~
Date Last updated Remarks Updated By
D22020E 000808 AM Coamecbed expirabon date dus bo eary renswal tesice
D2SA00N8 03 20-40 PAY EMT E128359 mat all raguirameants on ime pror to expiration 12802015, Delayed peanze
Edit Remark

. Save | Clear
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